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ABSTRACT 

Using the skills and knowledge obtained in office 
Career Occupations No. 3, the students will continue to develop their 
abilities in filing, communication, and computation. A basic 
understanding of profit and loss, the addressing machine, and basic 
machine transcription will be provided. The 90-hour course also 
includes application problems for the full- and ten-key computing 
machines and a unit on change making. Additional emphasis is placed 
on problem typing (business letters, application blanks, personal 
data sheets, and duplicating stencils and masters) and supervised 
operation of duplicating machines. Students will be exploring the 
fundamentals of recordkeeping. Goals, specific block objectives and a 
bibliography of basic references, handbooks, and other resource 
materials accompany the course outline. An appendix offering 
post-tests conclude the document. (MW) 
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Using the skills and knowledge obtaiiied in Office Career Occupatiwis No. 3, 
the students will continue to develop their abilities in filing, communi- 
cation, and computation. A basic understanding of profit and loss, the 
addressing machine, and ))asic machine transcription mil be provided. This 
course also includes application problems for the ftill- and ten-key computing 
machines and a unit on change making. Additional emphanis is placed on 
problem typing (businccs letters, application blanks, personal data sheets, 
and duplicating stencila and masters; and supervised operation of duplicating 
machines. Students v.111 be exploring the fundamentals of recordkeeping. 

Indicators of success : Following guidelinos supplied by the Director of 
Vocational Program Services, the counselor and principal select and recommend 
students for admission to the program. Before entering OCO No. k, students 
must have attained the objectives of OCO No. 3 (761^5.13) 

Clock hours: 90 



PR3FACE 



The following course outline has been prepared as a guide to help 
students gain a hotter understanding of office occupations and to further 
develop skills necessary for successful ejnployment. 

Since type^^riting is a basic activity in the business office, a ma^jor 
emphasis i: placed on the continued building of skill. Students improve 
their accuracy and increase their speed with drill work and timed writings, 
aisiness letters, person/il da-^Ai shoots, application blanks, making address 
plates and uyj.n^^ basic transcribing machine techniques, are stressed as a 
more advanced levol of prob.laa typin;> 

Clerical viorkcrs are of'ton required to prepare materials for duplicat- 
ing. In this course, students are given the opportunity for more practice 
in the typing and drawing on masters oxxd stencils; learning experiences are 
provided in the ba^^ic operation of duplicating machines. 

Recordkeepinfj is a vital function of the business world. ^\indamental 
terms and principles of bookkeeping <are introduced and students learn some 
of the basic proceduros of recordkeeping. In this unit, change making and 
check writing are also cjnpha;3ized. 

Students incroano tlieir rildllG in filing, oral busines:^ communication, 
and the operation of compuiin,: machines. Since there often ir «i limited 
assortment of macl'iinoi] avail ible, a rotation plan is used to give each student 
an opportunlw7 to v;ork on th j various types. 

The teacher is encouraged to refer to the composite goals for the four 
quinmester courr;cG, to detoniine if all aspects of the course havo covered 
in the evaluation oi leamin,^ for e'lch child. These rjoals can be foijund in 
the appendix. 

The coun^e is vrritben for one quinmester. It is a two-hour instructional 



block for a total of 90 hours. The outline consists of six blocks 
Classroom instruction includes Instruction (or assignment) sheets, demon- 
strations, exi33.anationG, t^roup discussions, chalkboard presfentations, audio- 
visual aids, and piest speakorn. The teachsr is encouraged to arrange for 
individual well as largo and £inall group V7ork# 

• The course introduce?: nr; material and is a continuation of skill- 
building for those student:: who have succf^ssfully attained the goals of 
OCO No. 3 Wi'i.lh). 

Thiii outline v/ns dovolopod throu;;h the cooperative efforts of the 

* 

instructional arxi supervisory pcrsonna]., the Ouinmeater Advisory Contnittef?, 
and the Vocation-tLL OurricuQuii Materialc Servj.cc and has ham approved hy the 
Dade County Vocational Curriculum Oommittco. 
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GOALS BEST COFi A-..vaABlE 



The Office Career Occupations No. k student must be able to demonstrate: 

1. Skill in the application of typing rules that apply to punctuation, 
capitalization, word division, and abbreviations, 

#' 

2, Preparation of duplicating materials (lluid masters and ink stencils) 
using typing, lettering guides, shading plates and freehand drawing, 

3« Proper operation of duplicating machines (fluid and ink) under 
supervision, 

h» The correct typing of figures, 

$• Ability to apply correct form in the typing of business letters, 
personal data sheets, and application blanks, 

6, Basic knowledge of the function of duplicating machines, 

7, An understanding of basic recordkeeping procedures and fundamental 
terns and principles of bookkeeping, 

8, Increased ability to apply proper fingering techniques in the operation 
of full' and ten-key computing machineti, 

9, Increased basic skill in the application of filing rules. 
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SPECIFIC BLOCK OBJECTIVEii 



BLOCK I - TYPEWRITING 

The student vrill be able to: 

1. Demonstrate at the t^owriter the use of good typing technKlues* 
2« Type a five-minute timed v/riting (syllabic intensity of l.U) at a 

minimum speed of 20 gross words a minute with five or less errors. 
3* Exhibit a knowledge of typing rules (punctuation^ capitalization^ 

word division, abbreviations, use of figures) by applying them 

correctly to typed material, 
li* Show an understanding of proofreaders' marks by typing edited rou^ 

draft copy and making the corrections as indicated* 
$• Type application blanks, personal data sheetsi and business letters 

in correct form. 
6. (Optional) Type address plates for addressing machine* 
7* Type a brief business letter from.paced recorded dictation* 

BLOCK II - DUPLICATING MACHINES 

The student will be able to: 

1* Demonstrate ability to prepare slnple materials for tl-te fluid and ink 

duplicators by typing a master and. a stencil and using styli, lettering 

guides, shading plates and mineoscope* 
2* List and explain the steps involved in the operation of fluid and ink 

duplicating machines* 
3* Induce, under supervision, on at least one type o£ duplicating machine, 

copier 'hat are distinct and well -placed, frcm a given master or 

stencil* 

BLOCK III - INTRODUCTION TO RECOiiDKEEPING AND BOOKKEEPING 
The student will be able to: 

1* Demonstrate a knowledge of the basic duties of a cashier by succesr- 
fully completing a selection of problems such as those relating to 
proof of cash, bank deposits, making change and petty cssh records* 

2* Accurately compute a payroll problem which includes overtime wages 
and deductions* 

3* Perform the necessary procedures involved in maintaining a checking 
account* 

U* Demonstrate an understanding of the fundamentals of bookkeeping by 
defininc a selected list of 10 terms* 

BLOCK IV - COMPUTIWa MACHINEG - SKILL DEViLOMvT 

The student will be able to: 

1, Accurately complete sinple probloriR on full- and ten-key computinR 
machines using proper finceringt 



ERIC 



V 



BLOCK V - ORAL COMMUNICATION AND FILING APPLICATION PROBLEMS 



The studcjnt vdll be able ^-os 

1, Demonstrate knowledge of the importance of ccmminication to business 
and the elements and qualities needed to promote good oral and 
written commmiication by answering questions on the subject. 

2. Demonstrate a knowledge of alphabetic, numeric, geographic and 
subject filing by completing sample projects more advanced than 
those in OCO No. 3. 

BLOCK VI - QUIHMESTER POST-TEST 
Tho student vdll be able to: 

1. Satisfactorily coirtr^cte the quinmester posttest. 
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Course Outline 



VOCATIONAL OFFICE EDUCATION, CLERICAL - 7645 
(Office Career Occupations No. 4) 

Department 48 - Quln 7645.14 



!• TYPJMITING 

A. Skill Development 

1. Typing techniques - review and remedial drill 

2. Speed building 

a. Spced-f3ir)rinn drills 

b. Timed -writings (I>-minute) 
3« ■ Typing ruler, (revie^j) 

B. Problem Typing 

1. Personal dy.ta sheets 

2. Business letters 

a. Placement review 

b» Styles review 

0* Special letter parts 

(1) Carbon copy notations 

(2) oubject "line 

(3) Attention line 

(4) Reference initials 

(5) Postscript 

(6) Typed canpany name 
3; Application blanks 

II. DUPLICATING MACIIINSS 

A. Fluid Spirit Duplicator 

1. Preparing': masters 

a. Typing the Master 

b. Ilaking corrections 

c. Draviing a sijnple design 

d. Using colonid carbons 

2. Preparing and operating the machine 

a. Placing tho paper 

b. Adjusting the- feed and numbering mechanisms 

c. Filling fluid container 

d. Prijning tho machLie 

e. Attaching the master 

f . R\uud.ng the copies 

g. Removing the used master 

h. Care of the machine 

B. Stencil (Ink) Duplic^jtcr 

1. Preparation of stenciDs 

a. Planning placement 

b. Typing the ntencil 

c. Usint' correction fluid 

d. Ue5. nr; styli, shading plates and lettering guides on a 
scope with T-square 
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2o Preparation and operation of machine 

a. Inking the cylinder 

b. Adjusting paper and feed mechanism 

c. Attaching the stencil 

d. Itunning the copy 

e. Storing the stencils 

f . Turning off and covering the machine 

III. INTRODUCTION TO RECOllDKBiSPING ATTD BOOKKEEPING 

A. Basic Recordkeeping Itesponsibilities 
1# Cashier's records 

a« Recording receipts 

b. Proof of cacii 

c« Cashier's dally report fom 

d. Bank depoe:its 

(1) Counting coins and bills 

(2) i/rapping coins and packaging; bills 

(3) Completing tally sheets 

(4) Endorsing checks 

(5) Preptulng deposit slips 
2# Checks and bank statements 

a. V/riting checks 

b. binding checkbook balance 

c. Reconoilina statements 
3» Petty cash records 

k. Payroll records 

a. Ck)iT!puting hours from time cards 

b. Computing wages 

(1) Overtime 

(2) IJeductionn 
5* Change necking 

Exploration of Pumlainontaln of itookkeeping 
It Basic tenn::^ 
26 Pilncijaer. 

a. Porson.'jLl balance sheet 

b. iiJbrk^hcet 

c. Income statomerit 

C. Free linterralse Syr.tnm 

1. 3*3 3ic definition 

2. Profit and loc.^: 

IV. COKPUTTIIG KACKITJES - OKI] J DEViil.CmEirr 

A# ;ie\dGW of PuriCtionj: nn^^ Techniques 
It i'XLll-'koyboani 

2. Ten-koy 

3. (Optiona] ) Display o.na printing calculators 



IV. COMPUTING MACHINES - SKILL DEVELOPMENT (Contd.) 
B, Skill-Building Drills 

V. ORAL COMMUNICATION AND PILING APPLICATION PUOBLa43 

A. Oral Coranunication in Business 

1, Speech developmont (listen-respond -record center) 

2, Telephone techniques (Teletrainer) 

B, Application of Filing Skills 

1, Sijnulated activities 

2. Practice sets 

VI. '^UINMESTER POSTTBST 
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fllHUOGRAHiy 

(Office Career Occupations No. 4) 6£SI CGFr hj.a'Li^S|,£ 

Basic References: 

1. Baron, Harold and Steinield, Solomon C. Clerical Record Keeping . 
3rd od. Cincinnati: Sonth-Western Publishing Co., 1971, 

2t Boynton, Lev,ls D„ ot al. gPth Century Bookkeeping and Accour.tanp! . 
23rd ed. Cincinnati: South-Western Publishing Co., 1S?67. 

3. Cook, Frc^ o.. ot al., Grcpf: JuTiior Hi?:h Typinfi . 2nd ed. New York: 
Greng Division of McGraw-HilD Book Co,, 

U. Dano, Frank Jo, et r-.l. libcpl oratory Business . 5th ed. New York: Gregg 
Division of McGraw-HiDl Book Co,, 1971. 

5. Fasnacht, Harold D., et al. Hoy/ to Use Business Machines . 3rd cd. 

New York: GrecK Division of McGraw-Hil3 Book Co,, 196? , 

6. Friedman, Sherv,'ocd and Grossmsn, Jack. AprJied Clerical Practice . 

2nd e^i. Moi; York: Pitj.ian Piiblishin^ Cor:-,, I9S2T 

7. Jocbon, Albert li, and Shapiro, :3cnj.3min. Vocational English-l and 2 . 

Re vised ed. New York: Globa Book Co,, ' 

8. Pactor, Paul and Johnnon, Mina Vu ComprahenBive .Busj.nes^ Ilachinc^s 

Course, Revised ed. New York: Pitman Publishing Corp., I96H, 

9. Walker, Arthur L., et al. Ho w to U:;o Addig^: and Calculating; Mac hines. 

3rd od. Now York: Gro;',;- Dil'/ision of McGrair-Hill :jnok Co.,""']'^'^?, 

10. Uanou-b, .3. J. and ndo:, Po.-'le. Person al T3TtJwritinc for J-,in1oi - 

Hi,':h So hoc"! -. . 3r'.l nd. Oincinnnti : :jouth-=.ie;;tf!rn fubliohin;' Go.\ 

liforkbooks : 

1. Cook, Fr':d S.,(;t 'i.!. ir?i:: Jun i.ov ;;i ; ;?i 'ly ni nt: Workboo k, -^nd loo. 

Mev; Yoi'k; i]r(;>^:,' !Ji.viGion,""McGruw "ill 'Took Co «, '\S'i.6» 

2. Conner, Donald. Filing t^'actico v;orkl)O ok. 3ri ed. New York: 

Pit/na-i Pub]i:5hin,^ "rjor^n, 19o9. 

3. Guthrie, Mnarl :;. ATI]- V /rbotio Indexin g , 3rd ed. Cincinnati: South- 

western Publirjhini-: Co., 19^^7n 

)4. Indexing and :''iiin;> ./orkbook. 2^^•^ .^d, ;vatifnoro: The H. M. Howe Co.. 
19i¥. 

5. Turner, uinfi.-jrd H. The Tur-mr-LrMnf^i^ton Corci yAnication Serie n: 

The LP-n;:iio':o You Jpr ? .n.'c , The Lct-lur.-j You W ri i-o . Chi cjiro : ~Foi 1 e t b 
Publi7.hin,;; Co., IS^o.TT" — 

6. Uanous, or J. aj-ii u,'i>;rblade, 'V-'lo. l'er: 3onal Tyr^fv/rLiinr; for Junior 

High SOioo l-; './o rki.ook. 3^*1 ^;d. Cincinn/iti: Jout'i-Wf,'.^t';rm . 



Supplementary References: 

I. Agnew, Peter L.,et al. Clerical Office Practice * lith ed. 

Cinoj.nnati: wSo^xth-Western Publishing Co., 196? . 

2o Bassett, Ernest D.^ob al. Businec Filing and Hecords Control. 
3rd ed. CincimiaM: South -V^^r, tern Publishing Co., 196U. 

3. Foltor, Q!cna K. and Roynolds, Marie, f^sio Clerical Practice . 

?no. ed, Nei^ York: Gregg Division, McGraw-Hill Book Co., 1959. 

li. Friedi-ian, Sherv;cod and GroGsman, Jack. Modern Clerical Practice . 
3r;i ed. IJev; York: Pitman Publishing Corp., 1969. 

5. Himstrect, v;il]iam C, et ?il. Business En>^lish in Communications . 

2nd ed. Englev;ood Gliffn, N. J.-: Pr'enfcice-Hall Inc., 
1970. 

• 

6. Kalm, Gilbert, eb al. Gre^^.'T Qiiick Filing Practice . New York: 

Gregf^ Division of McGraw-Hill Book Co., 1965» 

7. Place, Irene and Pophnri, Estelle L. -- id Records Manapement . 

J>ii;;l e',;ooa ■.TLiffu, M. J.! Prentice-Hall, Inc., 1966. 

8. Russon, Allien R. Bujinoss Behavior . 3rfl ed. Cincinnati: South- 

western Pablishing Co., 196U. 

9. Stewart, Marie M., et al. Business iilnglish an d Coinmunication. 

hth ed. New York: Orecic, Division of McGraw-Hill Book Co., 
1972. 

10. Teletrainim-: for Business Studies . U.S.A.: American Telephone 
and Te.lGi^ra})!! Go . , iyoi? . 

II. \*)od, Hnrle W. and McKemia, Margaret A. The Receptionist . New York: 

Grogf- Di.viyion, McGraw-Hill Book Co., 1966. 



Handbooks : 

1. Busincs.'; 5nr.li.;;h (CurrU-'JlTm Guiiie ll-^ ). Miarai: Dade County 

Public Schools, 1963. 

2. E)q^lorutory Units in ::ujciGmanahir. Bookkeepin,^ and Short-han d 

{Ciirriculmn Guide; 11-JJ . Miami; Dade County Public Schools, 

19^;?; 

3. Guide for Office Pr ;. K:ticc (Curriculum Guide 11-G ). Miami: Dade 

County Public 'Jchools, 1966. 

k» House, Clifford R. and .KotjbnTe, AppoTlouia, R eferonce Manu - ?.l fp-^ 
0 f f i c e Po r sonn o l . !) ..>i (iinoinnatl: South i;(5stQrn Publishing 
do., 19^0. 
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5. Mintz, Herman, Gcnoral Business Stfits, Mono^-rnph No. I2lf. 

Cincinnati: South -Western Publishing Co., 1^71. 

6. TechniouG3 of Mlmeot^raphinf; . A. B, Dick Company, 3$}$ N. VI, 

Second Street, Miani, Florida, 33125;, 

P.imphlets: 

1. The Bureau of 3iinino3'.? Practice. Offico Girl's iferkshop. PooVrlets 
1-18 . V/atorford, Conn.: 196i|. 

Instructional Unit: 

1. Ditto Direct Proces;? Instruction Unit : Chicago: Ditto, Inc. 

2. Mimeopyaph Instruction Series . Ohicaso: A.D.Uick Company 



Learning Activity Packa.s'es (Tef.-cher Packages also available for all listed): 

1. Dookkeepin;: I . Miani: Textbook Services, Dade County Public Schools 

1,971. 

llA-LP-0 OnililTrATIOIJ, flOOiCKEiCririG I 

11A-LP-] STA^rririG a a^OKMPIUG SYSTIiM, QOOKKESPIIIG I 

llA-LP-2 RIXORDIMG THii OP^JB^G FJiTHr, fiOOKKiCEPING I 

llA-LP-3 K'STirjG Tm OPI^MING HmiY, BOOK!C5i5PIMG I 

2. Cash Ro?:;ister . Miami: Textbook Services, Dado County Public 

Schoo]s, 1971. 

11L-MP-2A v'lETTII'G liii-'vDY 
i:L-I-y-2B ilAHDLIFG MOIEY 

3. Touch T:,^inn ^ Miaitii: Textbook Service.", Dade County Public Schools. 

1971. 

ris-rT-2l4 v}o:g) division 

nS-?!P-?6 PAP.'^S 0? LILTTT^HS 

]■: .-••.?-^'7 CAR;30!I copies IHVJ r.MAIJ. LiNSWTluS 

1 J i?-2G KtOOFliEADEItS ' KAilKS 



Films available from Dadw Coiir i,/ Au'li c -Visual Services: 

1. Bookkeor Irifj and Ac count inrs 16 mm. 11 min. Dlack and V/hito. 

Sound. //l-0;40)il. 

2. Djplicatin^^ by the Spirit Tlothod . l6 m. Ih m.in. Color, .-^ound,, 

,/l-lli:66. 



3. Mimeogr.iriliin.-: T c chn qu -!S . 1.6 mn. 16 nin, Co] or. Sound. 
^0 -11571. 
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Fxlnstrips and/or Slides: 

1. Tochnlquof! of Modern Mljnoonraphinr^, Part T . "The Stencil." 35 mm, 

22 min. Color. Sound record. Available for automatic (Dukane) 
or m?mual sovmd film^trip projectors. A,n,Uiclc Company, 3$3S W.W, 
7th St. Hiairii, Florida 33125. 

2. Techniquei^ of Modov..' MimnoKraphin,T, Fart II . "The Mijneofjraph.*' 

35 m. 2k nin. Color. Sound. 33 1/3 'iFK record. Available 
for automatic (Dukane) or manual nound filmstrip projectors. 
A^aoick Company, 3535 U. 7th Street, Miami, Florida 33125. 

3. Techniques of Modern Fluid DuDlicating, P- .•.-!:. I . "The Kaster." 

3irmu 15 min. Color, Sound. 12" 33 1/3 RFM record. 
Available for automritic (DiLkane) or iranufQ sound fiijTistrip 
projectors. A. D. Dick Company, 3535 11 W. 7th Street, Miami, 
Florida 33:125. 

ll. Techniques of Modorf: Fluid DuplicatlnfT. Part II . "The Fluid 
Duplicator." 35 r,im. 15 min. Color. Sound. 12" 33 1/3 
RH-! record. Available for automatic (Dukane) or manual sound 
filTt'otrjp projectors. A. B. Dick Company, 3535 N. \J. 7th 
Street, Mi. ami, Flori.da 33125. 
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^iUIUFBSTBR POSTTEST 



BEST COPY AVAIIABIF 



Namo 



Date 



Score 



I. 



TYPEl'JRrriNG 



1. 
2. 

3. 



6. 



students' typing tecliniquGS v;ill be evaluated by the teacher throuf^h 
the use of a detailed technique checklist. 

The teach 2r vd.ll adninioter thrco fj-minute timed vritincs having 
at least l.li syllaVj Ic inten:3ity. Suitable material should be taken 
from a junior hif;b .".chool typei^riting te:ctbook. 

The follo.dnj: letter is to be t;;ped I'rom paced dictation recorded 
in adv.-mce by the teacher. The typed copy shaDJ be checked for 
knowledge of ruley coyorin-^ punctuation, capitalization, word divi- 
sion, abbreviations, and use of figures « 

(To be dictated): 

Use your own return addres.'- and the current date. Use a 5>0-space 
]ine, bio'j;': style, and mlx< 1 punctuation. Address the letter to: 
Mr. John A, Rollins, £»3.'4 West Main iitreet, Jackson, Illinois 14^301 , 
Dear Mr. iiollins : I wi«h to apply for the position of clerk that 
you have advortir.ed in today's Jackson Herald. (P) I an 17 years 
old and have finialiod the eleventh f^-adc at Jackson ni.£h Cchool. I 
would like ^rn-rj much to j;jot a simmer job that idll help me to ^et 
more bur.ine:;3 experience and alno to save money for my college eflu- 
cation. (P) Last year I vspont an hour a day vrorkinij in the school 
attend or r. ? office. :lr. Ralph Andrews v/as my supervisor and has given 
me pemic^ion to us(^ his name as a rcferonce. (P) V/hab day may I 
ca.i': in after school for an intervj.evr? lly telephone number is li32- 
8260. Sinccrfily yours, {Type, and sir^n your ovm name). 

Students :.ro. t/D compl'-'f.G an application blank, filling in every blanlc 
complotc'ly. T'noy aro to uso an education and a v/ork record that 
they tfould like to lio.vo. 

Students arc to ty).*? :i porr;on:il data sheet, usinj infomation the': 
is similar to that in the applj.cation blank. They may use as a 
reference for fomat, a typing l/i.:tbook or other suitable textbook. 

Students are tr. by^^e from edited rou.'^h dra'.'t copy, maJcing corrections 
as indicated by proof re-'aders ' marks. (Gee P orsonal Typewritin;': for 
Jr. Ilich :3choojs , 2yd V''.innijs .arid Kaf;f^'bT;.'io, Soutn-Wectorn Pni.)- 
lishinr; tot, p. 67, or un-^f: Jr. Ki^h Tyi;i-v:, 2nd cd.. Cook, FrM S., 
et al, i;cGrav/-}Iill iJook C/),y p. .'j2.) 
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II. DUPLICATING llAOHUflSS 

1. Uninf: a sV.encil, styll, letberiJit; c^ii^es, chndinT; plato.?, and a 
mimooscope, rtudojibs n.?.ke a bulletin bocrd aiinouncewent 
advioin-;: student', -'.o nicn up for Offios Caroor Occupcvtions. They 
should i'irst dra:/ a rouch draft to trace onto the stencil. 

2. Students \v:l.ll ty)?e a pa-^e of selected maisri. 1 on a spirit master, 
naking nest corroctionr. as necessary. 

3. Under supervision, otudents vrill produce five cleai; well -placed 
copies of the r.t(ynr.±l or master prepare<i as above. 

k» Students vrlLl im././er quiz on next page. 

DUFLIGATINO MACIirohCS QUIZ 

DIRECTIONS: Answer' the following by placing an "3" (for spirit duplicator) 
or "I" (for inlc duplicator) after each nhatfanont, shovdng to 
;;hich typo of macldne the information applies, 

lo A clear liqvld, rathor throi purple ink, is used, 

2. Ink is pressed throu-^h holes in the stencil* 

3, 3oth pressure and fluid ^^vq turnnd up to n^ke darker 
copies, but fe^^er cau be made by doin?^ this. 

h» The color i.^ cashed I'T'om Vv?. m:^rter oiito the clean paper. .i^. 

$. Hundreds of clear copioc Ciin bo made from a stencil that 

can be usod nzny tiir.cs. ^« 

6. Masters can bo rc-u.sod, buv v/ill oe^in to fade after 1$0 bo 
200 copies hnvo been madft. 

7. Liquid or pasto inlc Is uj^od, dor>ondino on the tyj)e of 
machine • 

8. Slick paper is Uood no tho co3or vdll not. soak in'oo the 
paper* 

9# The paper ^ ible can Je loaded v/ith as many as ^00 sheets. . 

10. The maciiine must be proj.crLy primed. . 
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III. RECORDKEEPING AND BOOiCkEEl'DiG 



1. In your work as a cashier, you started the day with a register 
reading of $1091+ -83 and a change bank of $200.00. At the end 
of the day, your register reading vas $1766.22 and your drawer 
contained $893. U9 in cash. 



Complete the Proof of Cash form below. 



PROOF OF CASH 

Date 


Register reading, end of day 






Register reading, start of day .. 






Sales for the day 






Cash in register at start of day 






Cash that should be in register, end of day 






Cash in register, end of day 






Cash short or over 







2. Complete the bank deposit slip to put the above amount of cash into 
the store's accovint. You have 129 one-dollar bills, 19 five-dollar 
bills, 12 ten-dollar bills, lU twenty-dollar bills, ll* pennies, l62 
nickels, 1^0 dimes, 101 quarters, and k2 half-dollars. 



MIAMI BANK 
Deposited by 






On 
H 

9t 




[AR SIGNS 1 


■■■■■ 

p 
























V) 

u 

a 

0 


















































PLEASE OMIT ALL DOI 


Bills 


Coins 


Checks 


List each check 
separately 














TOTAL 
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BEST COPY AVAilABli 



III. RBCORDKKEPINC AND BOuKKKKiINC (continued) 

3. The teacher wiin provide the necessary forms and tables to have the 
students compute a payroll problem v;hich includes overtime wages 
and deduotions. (hiee ('?oneral Hecordkeapir.::. $t\. ci,, Heitjos^ 
P. Myers, ot al, ncGr;jw-Hill Publishing Co., P. l66, or Clerical 
It'ocord Kooninr:, 3rfl od,, laron snd f:teinrft?d, Jjouth-Vfestcrn Pub- 
linhir.f Co., pp. .'46]. )^8,^. Rofcr aleo to v:f3'kbookj: for these 
te^ctbookf'.. 

h» The toacVior yUl rro'/ucc problms rftnuirin;? tbo conpHetion of three 
or moro c.hnckr •• nd r,t\i>ir-; rM r. P.-lrtaining the correct br.lsncc. (3nc 
Cleri?-? \-cor<-l Kccpin,'^, 3rd cd,, Bai-on and atflir:.-!"*"., ^:ou '.h-i.'P!r.tern 
R'.bCilbluc 'B., pnd aooornpnnyir.;; vorkbnok). 

U. The studcntc; will or.r.i/ri- quiz on wtxt j)0.f.,c» 
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III. RECa^KEETIKG AI© BOOKKEEPING (continued) 



DIRECTIONS: Match tho follovdng list of bookkeeping teims to the deflrji- 
tions given ! 



A. Accounts Receivable 

B. Debit 

C. Journal 

D. Accounts Payable 



E. Balance Sheet 

?o Assets 

G, Liabilities 

H. Credit 



I. Post 

J» Proprietorship 



(1 
(2 

(3 
(li 
(5 
(6 
(7 
(0 

« ^ 

(10 



Thingc tha+» arc oimed. 

Report of vhat is ovmed, what is owed, and net 
ovmert^hij»# 

Thn rifht tiidc of a T account. 

Het worth of the businens. 

Debts ov;ed to the company. 

Conpanier* to v/hich the business owes money. 

Book of oidf;inal ontry# 

Tranr.for inform;: bion from journal to a ledcer 
account. 

Debts o!;oci by tho conpany. 
The }ort rjiuG of a T account* 
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IV. MACHINES SKILL DilVELOPMENT 



DIRECTIONS: Compute the following problems on a 10-key adding machine: 

1. 159.00li 2. 258 X 2,3U5 U. 8U.35 

89.3U8 X .038 

93,U50 

889 3. 8,U05.18 5. 1^75 ♦ 25 = 

2»108 -1,920.98 (Reciprocal .OU) 



DIRECTIONS: Compute the following problems using a full-key adding machine: 



1. 



150,987 
2,989 
151* 
2,160 
1.113 



2. 235 X U5 = 

3. 6,870.00 
-1.989.10 



5. 



965. OU 

X 5.OU 

551.78 
-82U.61 
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COMMUrilCATTON AND FILING 



!• Name three office jobs that require good oral communication and 
explain why. 



(1) 



121 



(3) 



2. List three office jobs in which vrritten communication would be 
important. Give an example for each to show why. 



ill 



(2) 



(3) 



3. Name five things you could do to improve your oral communication. 

11) 

12) 

13) ^ 

(iO 

b) 
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COfMJHICATION AND FILING (continued) 



U, List five ways in which you could try to improve your written 
communication. 

(1) „ 

12) 

il) . 

IM . 

il) 

5 . What does the word communication mean to you? 



6. Which name should be filed last? 

A. Dover Elementary fjchool, Wilmington 

B. Podunk Kifth School, liiddleton 

C. fJaratoca High School, V/ilminr.ton 

D. V/estern Middle Scliool , Arcadia 

7. Jos. is filed as if it were 

8. Jones of California is filed 

(before /after) Jones Campinr:; Supply Co. 

9. U. S. Dept. of Commerce is filed under 



10. Which name is filed last? 

A. Qeorge St. John 

B. Dr. John A. Santos 

C. rrecident Omar T. Redding 

D. Lord Williarr. 
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QUINMESTER POSTTEST 
KEY 

TYPEWRITING 

3. The typed letter should appear in this format: 



Youi' return address 

Your city, state, and zip code 

Current date 



Mr. John A. RolJins 
23h West Main Ccreet 
Jackson, IL 45301 

Dear Mr. Rollins: 

I wish to apply for the position of clerk that 
you have advertised in today's Jackson Herald . 

I am 17 years old and have finished the eleventh 
grade at Jackson High School. I would like very 
much to get a summer Job that will help me to get 
more business experience and also to save money 
for my college education. 

Last year I spent an hour a day working in the 
school attendance office. Mr. Ralph Andrews was 
my supervisor and has given me permission to use 
his name as a reference. 

What day may I come in after school for an inter- 
view? My telephone number is h32-o260. 

Sincerely yours, 



Your own name 
urs 
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QUINMESTER POSTTEST KEY (continued) 



II. DUPLICATING MACHINES 

1. S 5. T 9. I 

2. I 6. S 10. S 

3. S 7. I 
U. S 8. S 



III. RECORD KEEPING AND BOOKKEEPING 

1. Proof of Cash 2. Bills $62li.OO 

1788.22 Coins 69.^9 

- 109U.83 

693.39 Total $693. '*9 

4 200.00 
893.39 

- 893. U9 

.10 OVER 



5. 1) F 5) A 9) G 

2) E 6) D 10) B 

3) H 7) C 
k) J 3) I 



IV. MACHINES SKILL DEVELOPMENT 
10-Key 

1) 3Uli,799 

2) 605,010 

3) 6,U81i.20 
U) U.5213 
5) 167 



Full Keyboard 

1) 157,^*03 

2) 10,575 

3) 2,880.90 
h) U, 863. 8016 

5) - 272.83 (or Cr.) 



COMMUNICATION AND FILING 

6. C 8. before 10. B 

7. Joseph 9. United States Government 
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